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ABSTBACT 

The guide is one of a series of 10 units con posing an 
orientation to the world of work course designed especially for 
disadvantaged and handicapped students in the ninth and tenth grades. 
It is designed to provide basic and renedial instruction in personal 
developnent, nath, and language skills while providing infornation 
and skills basic or conson to esploysent in all occupations. Topics 
treated in the course are: (1) planning to get a job, (2) finding job 
openings, (3) getting facts about job leads, (4| following up job 
leads, (5) filling out job application foras, (6) the job interview, 
(7) taking enploynent tests, and (8) reguirenents and approaches for 
the beginning eaployee. Lesson plans present najor and supporting 
concepts and specify perfornance objectives. Suggested resources are 
correlated to teaching- learning-e valuation strategies, which are 
subdivided to neet the separate needs of the disadvantaged and the 
handicapped. A resource section specifies sources and costs of 
audiovisual aids. The final section offers student laterials which 
include a variety of supportive classroon naterials* (RW| 
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Student Materials 



SAMPLE JOB LEAD CARD 
(FRONT) 



JOB LEAD CARD NUMBER 

NAME OF JOB OPENING 



NAME OF COMPANY 



ADDRESS OF COMPANY 



TELEPHONE NUMBER 



WHERE I OBTAINED THE INFORMATION ABOVE 



WHEN I OBTAINED THE INFORMATION ABOVE 



IF FROM WANT ADS. CUT OUT AD 
AND PASTE IN SPACE AT RIGHT: 



PUT ADDITION<^L INFORMATION ON BACK OF CARD. 



59 



SAMPLE JOB LEAD CARD 
(BACK) 



ADDITIONAL SPECIFIC INFORMATION 

1. WORKING CONDITIONS: 

2. HOURS: 

3. SALARY OR WAGES: 

4. TASKS REQUIRED IN A NORMAL DAY'S WORK: 

5. FRINGE BENEFITS: 

6. ARE OWNERS OR MANAGERS GOOD PEOPLE TO WORK FOR? 

OTHER INFORMATION I HAVE LEARNED ABOUT THIS JOB: 



WHERE I LEARNED ABOVE INFORMATION: 
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GETTING INFORMATION FROM WftOT ADS* 



NAME 



DATE 



POINTS POSSIBLE 
YOUR SCORE ' 



INSTRUCTIONS; 



YOU WILL NEED THE WANT AD SECTION FROM A NEWSPAPER. FIND THE TYPES 
OF ADS LISTED BELOW. CLIP. AND PASTE THEM IN THE SPACES PROVIDED. 



COLUMN I 



AD TO FIND; 



1. AN AD WHICH STATES THE NAME OF 
THE JOB OPENING THE EMPLOYER HAS 



COLUMN II 
PASTE AD OR WRITE ANSWER HERE AS 
REQUIRED BY INSTRUCTIONS IN COLUMN I ; 



1. 



2. AN AD WHICH DOES NOT STATIi THE 
NAIIE OF THE JOB OPENING AVAILABLE 



3. AN AD IN WHICH THE NUMBER OF HOURS 
PER DAY AND/OR WEEK IS STATED 



4. AN AD WHICH DOES NOT GIVE THE 
NUMBER OF HOURS PER DAY OR WEEK 
THE JOB REQUIRES 



4. 



3. AN AD FOR A JOB THAT IS PERFORMED 
ON OTHER THAN NORMAL OR REGULAR 
WEEK DAYS 



5. 



6, AN AD FOR A JOB THAT IS PERFORMED 
DURING NORMAL WEEKDAYS (MONDAY 
THROUGH FRIDAY) 



6. 



7. AN AD FOR A JOB THAT IS DURING 
NORMAL OR REGULAR WORKING HOURS 
(AN EIGHT-HOUR PERIOD BETWEEN 
7;00 A.M. and 6;00 P.M.) 



7. 



8. AN AD FOR A JOB THAT IS TO BE 

PERFORMED DURING OTHER THAN REGUUR 
HOURS 



8. 



'i^hls exercise is adapted from "The World of Want Ads." a progranaoed learning 
package by Oscar T. Atkins. It covers the concepts, abbreviations, terms, and 
other learnings about jobs vhich may be derived from a "hands on" study and 
search of newspaper ads. 



ERIC 
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Student: Materials 



9. AN AD FOR A "SPARE TIME" JOB 9. 
10. AN AD FOR A •♦PART TIME" JOB 10. 



11. AN AD THAT EITHER REQUIRES OR OFFERS 11. 
/ THE OPPORTUNITY OF OVERTIME 



12. AN AD THAT DOES NOT MENTION OVER- 12. 
TIME 



13. AN AD WHICH STATES THE AMOUNT OF 13. 
HOURLY WAGES OFFERED 



14. AN AD WHICH GIVES THE SALARY OFFERED 14. 
INSTEAD OF HOURLY WAGES 



15. AN AD WHICH DOES NOT MENTION ANY 15. 
AMOUNT OF MONEY TO BE PAID 



16. HOW MUCH MONEY DOES THE JOB IN AD 16. 
NUMBER 13 ABOVE PAY PER YEAR? 



17. HOW MUCH MONEY DOES THE JOB IN AD 17. 
NUMBER 14 ABOVE PAY PER YEAR? 



18. AN AD WHICH DOES NOT MENTION THE 18. 
AMOUNT OF PAY BUT PROMISES A NICE 
PLACE IN WHICH TO WORK 



19. AN AD WHICH PROMISES THE WORKER A 19. 
HIGH-SOUNDING TITLE 



20. AN AD WHICH LISTS SEVERAL FRINGE 20, 
BENEFITS BUT NOT THE AMOUNT OF 
SALARY OR WAGES 



21. AN AD WHICH PROMISES OR OFFERS A 21. 
FREE PLACE FOR THE WORKER TO LIVE 
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22. AN AD WHICH OFFERS "TRAVEL" AS A 22. 
MEANS OF GETTI1«? SOMEONE TO ACCEPT 

THE JOB 

23. AN AD WHICH OFFERS MEDICAL OR 23. 
HOSPITAL INSURANCE FREE TO THE 

WORKER 

24. AN AD WHICH OFFERS PAID VACATIONS 24. 
GIVEN BY THE EMPLOYER 

25. AN AD WHICH OFFERS A JONUS TO THE 25. 
EMPLOYEE 

26. AN AD WHICH OFFERS A COMMISSION 26. 
ON SALES 

27. AN AD WHICH OFFERS A PROFIT-SHARING 27. 
PLAN TO EMPLOYEES 

28. AN AD WHICH OFFERS A PENSION OR 28. 
RETIREMENT PLAN TO EMPLOYEES 

29. AN AD WHICH IS FOUND IN THE WANT AD 29. 
COLUMN BUT IS AN OPPORTUNITY FOR 
TRAINING— NOT FOR A JOB 

30. AN AD WHICH IS FOR A JOB THAT 30. 
REQUIRES THE EMPLOYEE TO FURNISH 

HIS OWN AUTOMOBILE FOR THE JOB 

31. AN AD FOR A JOB FOR WHICH THE COMPANY 31. 
OR EMPLOYER WILL FURNISH A CAR 

32. AN AD FOR A JOB IN WHICH THE WORKER 32. 
IS GIVEN AN EXPENSE ACCOUNT * 

33. AN AD WHICH SAYS THE COMPANY GIV7S 33, 
FRINGE BENEFITS BUT DOES NOT STATE 

WHAT KIND 
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34. AN AD WHICH OFFERS A CIUiNCE OF 34. 
PROMOllON OR ADVANCEMEirr AS A WAY 
OF CETriNG SOMEONE TO TAKE THE JOB 



35. AN AD WHICH PROMISES NO FRINC.L 35. 
BENEFITS AT ALL 



36. AN AD WHICH HAS BEEN PLACED IN THE 36. 
NEWSPAPER BY AN EMPLOYER OR COMPANY 



37. AN AD WHICH WAS PLACED IN THE NEWS- 37. 
PAPER BY A PRIVATE EMPLOYMENT AGENCY 



38. AN AD FOR A JOB PUCED BY A PRIVATE 38. 
AGENCY WHICH STATES "FEE FMlf 



39. AN AD FOR A JOB PLACED IN THE NEWS- 39. 
PAPER BY A STATE EMPLOYMENT AGENCY 



40. AN AD YOU MAY ANSWER BY PHONE SINCE 40. 
THE NUMBER IS GIVEN 



41. AN AD WHICH CLEARLY SAYS TO "APPLY 41. 

IN PERSON'' 



42. AN AD WHICH CLEARLY SAYS "NO PHONE 42. 
CALLS- 



43. AN AD WHICH MUST BE ANSWERED BY 43. 
SENDING A RESUME 



44. AN AD WHICH IS TO BE ANSWERED BY 44. 
A LETTER TO A BOX NUMBER IN CARE 
OF THE NEWSPAPER— WITH NO COMPANY 
OR COMPANY ADDRESS LISTED 



45. AN AD WHICH IS TO BE ANSWERED BY 45. 
LETTER DIRECTLY TO THE COMPANY 
WHOSE ADDRESS IS GIVE.'; 
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46. AN AD VHICH GIVES A PHONE NUMBER 46. 
AND AN ADDRESS BUT DOES NOT STATE 
HOW THE AD IS TO BE ANSWERED 



■7. AN AD WHICH REQUIRES SOME TYPE OF 47. 
INVESTMENT (MONEY, TOOLS, ETC.) 
ON THE PART OF THE WORKER 



48. AN AD WHICH MA.KES PARTICUUR MENTION 48. 
THAT REFERENCES ARE REQUIRED 



49. AN AD WHICH REQUIRES THE WORKER TO 49. 
RELOCATE (MOVE TO ANOTHER PLACE) 



50. AN AD WHICH IS FOR SOME TYPE OF 50. 
WHOLESALE WORK 



51. AN AD WHICH IS FOR SOME TYPE OF 51. 
RETAIL WORK 



52. AN AD WHICH ADVERTISES FOR "HELPERS" 52. 
OR U.BORERS 



53, AN AD FOR A JOB WITH A COMPANY WHICH 53. 
CLAIMS TO BE AN "OLD, ESTABLISHED" 
ONE 



54. AN AD OF A COMPANY WHICH BOASTS OF 54. 
BEING A "NATIONAL" COMPANY 



55. AN AD OF A COMPANY WHICH BRAGS OF 55. 
BEING PROGRESSIVE, A GROWING COMPANY, 
ETC. 



56. AN AD FOR A JOB WHICH DOES NOT 56. 
REQUIRE A HIGH SCHOOL EDUCATION 



57. AN AD FOR A JOB WHICH STATES THAT A 57. 
HIGH SCHOOL DIPLOMA IS REQUIRED 
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58. AN AD FOR A JOB WHICH REQUIRES A 58. 
COLLEGE EDUCATION 



59. AN AD FOR A JOB WHICH REQUIRES THE 59. 
WORKER TO BE "AGGRESSIVE*' 



60. AN AD FOR A JOB REQUIRING THE WORKER 60. 
TO BE SHARP OR INTELLIGENT 



61. AN AD FOR A JOB WHICH REQUIRES THE 61. 
WORKER TO BE ATTRACTIVE 



62. AN AD FOR A JOB WHICH REQUIRES THE 62. 
WORKER TO HAVE COMPUTATIONAL (MATH) 
SKILLS AND TRAINING 



63. AN AD FOR A JOB WHICH REQUIRES THE 63. 
WORKER TO HAVE CLERICAL (OFFICE) 
SKILLS AND TRAINING 



64. AN AD IN THIS SPACE FOR A JOB WHICH 64. 
REQUIRES THE WORKER TO BE ABLE TO 
DRIVE OR TAKE DRIVER TRAINING 



65, AN AD FOR A JOB WHICH REQUIRES THE 65. 
WORKER TO BE "EXPERIENCED'' 



66. AN AD IN THIS SPACE FOR A JOB WHICH 66. 
REQUIRES THE WORKER TO BE DEPENDABLE 



AN AD FOR A JOB WHICH REQUIRES THE 67, 
WORKER TO BE "HARD WORKING" 



68. AN AD FOR A JOB WHICH REQUIRES THE 68. 
WORKER TO HAVE MECHANICAL APTITUDE 
AND ABILITY 



AN AD FOR A JOB WHICH REQITIRES THE 69. 
WORKER TO HAVE PERSUASIVE ABILITY 
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70, AN AD WHICH YOU THINK IS mSLEADING 70. 



71. AN AD WHICH YOU THINK IS HONESTLY 71. 
REPRESENTING A GOOD JOB 
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N^_^ CAREER INTEREST 

JOB ANALYSIS EXERCISE 

!• Describe the actual work or list the many small tasks you will be performing 
in a usual day's work: 



2. List the equipment and machines you will be operating in this occupation: 



3. What tools will you be using in this Job? 



4. What business forms or "paperwork" will you be dealing with in this occupa- 
tion? 

5, What materials and supplies will you be using or handling? 



6. What type of people you will be dealing with mostly (boss, fellow workers, 
buyers, students, sellers, general public, the sick, etc.): 

?• How is this job useful and beneficial to others? 
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8. The nunber of hours you will work per day and week: hours per day 

^hours per week* 

9. Working conditions: 

a. Is this steady, year-round work or Is it seasonal (house palntlns, for 
Instance, is seasonal—a lot of work in spring and summer* very little 
in winter) : 



b. Is this inside work, outside work, or a little of both? 



c. Are the working conditions pleasant? If so, how? 



d. Are there any unpleasant conditions in which you must work? If so, what? 



e. What are the hazards or dangers involved in this Job? 



10. What level of education Is generally required for entering this job? 



a. What special or vocational training Is required? 



b. What Is the length of such training? 



c. Where may It be obtained? 

11. Physical requirements: 

a. What are the general physical requirements for this Job? 



b. Are there special physical requirements (height, weight, etc.)? 
If so, ^at? 
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12. What special abilities or aptitudes are needed for this job (mechanical* 

artistic* musical, mathematical* clerical* language* finger dexterity* manual 
dexterity* spatial ability* social ability* eye-hand- foot coordination)? 



13. What school subjects would help you develop the ability and knowledge to work 
In this occupation? — ^— — 

14. Pay: 

a. What Is the beginning local pay rate? 



b. Do workers In this Job get few or frequent raises? 



c. Is there additional pay besides wages (tips* bonuses* commissions* etc.)? 
If so, «iiat? 

15* List the fringe benefits (medical or hospital Insurance paid by the employer* 
paid vacations, coffee breaks* pension plans, etc.): 



16. List some of the places near you where you could get such a Job: 



17. Are workers in this job respected by other people? 

18. List what you coaslder some of the good points or advantages of this Job: 
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19* List what you consider some of the bad points or disadvantages o£ this job: 



20. Do you think you could work with such disadvantages every day? 

21. What are the clothing and grooming requirements for this Job? _ 



22, After studying and thinking a little more about this job, do you like it more 
or less than you did before you did this job analysis? 
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TEACHER IKFOmTION SHEET 
LOOKING FOR A JOB IN NEWSPAPER ADS 



1. The next page (Student Mater lal/15) la an escan^le o£ a teacher's search for ads 
expressing the four types of responses expected of a prospective eiiq[»loyee that 
may be found In ads. It hkiy be used as a transparency or given as a handout 
guide for the students to follow In conqpletlng the exercise below. 

2. Student Materlal/16 Is a checklist for the students to use In looking for the 
four kinds of responses that may be found in ads. It is to be duplicated as 
a learning exercise. 

3. Student Material/17 is the form page on which the students are to paste the ads 
they find in newspapers showing the four different responses. It is to be 
duplicated as a follow-up exercise sheet. 



72 



PERSONNEL 
OFFICE 




Student Material 



& 





WHY ARB UxfnglM HtniM 
fiMntf to otoMifet Ptciiiii thiv iM ' B W ki n 

or iwQ nwiiiuipt fswifip mv 



^Ifty OfMii for 



In doliio • oootf tofew €•!! 
#fttf itt t» liflc with ymu 



THE PERFEa JOB 

CptntM for $ mtfi «vtr 11^ urttlft €tr« 
to mdto IMr oim fvturo eotllno on 
Hit iM^lttt otfti In fo«m. You will bt 

**— — 1^ — — - » m. * - - ■ J 

OOOWIO Hi TnO VlCvlTlfly pnOrOffrOOfifC ffOfO 

piMtc mloHdOf* Alt ffinoo btntttft* 
NO tMf»tf)tfWO mcttsory* Coil A^r. l>oy« 
99M)6i Mofidiy ond Twtitfoy ofltr t:30 

0«IVI* For IflfOffDOtlOO* 




|ob for boff tfc t pp od porton fM or port! 
poilHon (9 stUftt). 8olMip# vocoHoiv tn*i 
tvronci^ pM holkloytr no $o9or<^ or 




Sa lw ~ Retail Fimrititro 
Ooitro ontrpotlc* 
tofi^ OMpoHtfico fvr pott^fi wiffi 

Olio ol ^^i^p^l^^ '^f^f!!!.^^''^^^..^?!?'^^^ 
tolory ofMl frlfiQO PtnoflHt CMfoct Mr* 
Foromonu bi ptrtoiv of Hudfoo FoniHiiro« 
Hit NIcMotvlfto Roodt M«idoy ftinf 
Prtdoy* noon to 7 p,m. 




r Alriino retorvotion & tNmotinp 
I— oxptrlo^ rottfinrd. S doy 
Frtnio bmnt>. Solinf 
Mtti owuty. WHto M m 




I WARCHOUSe MAN to poll ^fnd podc 
l^lpmont>« tono phono ordort. Mutt hovo 
loufomollvo oicptrionco* Moil rotinw to 
Cw>tom Spood woroiwttto* 211 



pOft timo* Nlipln S foot ♦ incHOit 
Mkllco rocord. no pyMcol hondlcapt* Alt 
^}formi and oqutpmont fiimloDod. Un^ 
collont bonrfit$ ond rotlromont* Tfiis li 
in pqoot opportunity omployor, Ropir l( 
n no^^rftnii and olvo own pnono 
mimtor. writo Bm m ItorodI Uado 



ERIC 



73 



fOOD SERVICE 
MANAGEMENT 
TRAINEE 

Come Grow With US I i 

Our rapid prowtli In coff^ ^Ih^, tiOftt 
foods ond atmeiplioro oporationt Is 
croatlnp nfiany now and omltinp coroor 
opportunitiot. If you oro poopio ond 
butmoti oriantad« poiiot Nwm 
oxporionco or a root datira to 
contact or land rasunw to: 

MR. ROBERT JONES« 
2468 NICHOLASVILLE ROAD 
Lexington, Kentucky 40503 
806/278*7458 
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LOOK AT THE ADS I HAVE CUT FROM THE NEWSPAPER. READ THEIVL 

IN THE BLOCKS BELOW. CIRCLE THE CORRECT WAY THAT THE ADS IN 
EACH MATCHING BLOCK ASKS FOR A REPLY TO THE AD. 



(1) 


(2) 


IN PERSON 


IN rcKoUlM 


BY LEiTtR 


DT Ltl itK 


BY TELEPHONE 


DV TCt CDunKir 
DT ItLtrnUiMt 


SENDING A RESUME 


SENDING A RESUME 


0) 


(4) 


IN PERSON 


IN PERSON 


BY LEHER 


BY LETTER 


BY TELEPHONE 


BY TELEPHONE 


SENDING A RESUME 


SENDING A RESUME 
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N EACH OF THE BLOCKS OF SPACE BELOW, PWCE A JOB AD FROM THE 
JEWSPAPER THAT IS AN EXAMPLE OF EACH WAY TO ANSWER AN AD. 



(1) 


1 12) 


IN PERSON 


BY WRITING A LETTER 


(3) 1 


m 


BY TELEPHONE 


BY SENDING A RESUME 
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TEACHER INFORM/ITIOM SHEET 
LETTER OF APPLICATION AND ITS ENVELOPE 

1. Use the letter of application and Its envelope by cutting the different 
parts along the dotted lines. I^ave the students arrange the parts In order 
on a sheet of 8% x 11" paper. 

Tills exercise could also be done in chart size and used for teacher demon- 
stration and explanation purposes. (Student Material 19 and 20) 

2. Cut a prepared letter of application into its different parts. Have the 
students read the different parts and arrange them in their proper order. 
(Student Materlal/21) 

3. The checklist nay be used by the students to check important points and 
appropriate order in the letter of application which they prepare. 
(Student Materlal/22-23) 



ERJ.C 



Student Materials 



YOUR HOME ADDRESS 
CITY, STATE ZIP 
DATE 



'ERSON OR COMPANY YOU ARE WRITING 
INSIDE ADDRESS 
:iTY, STATE ZIP 



SALUTATION: 



30DY OF THE LETTER XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx. 



aosiNG, 



WRITE YOUR NAME 
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Rt. 3 

Flemlngsburg, Kentucky 41041 



October 1, 1973 



Mr« Gerald Burke 
Manager 

Southern States Cooperative 
Flemlngsburg> Kentucl^ 41041 



Dear Mr. Burke: 



Please consider toe for the stock and loading Job you advertised In the Fleming 
Gagette of September 29 « 

I am a senior at Fleming County High School and have taken Agriculture as one 
of my classes all four years. I have worked as a stock and carry-out boy at a 
grocery In Dayton, Ohlo» this summer. Since I live on a farm, I have had a 
good bit of experience with farm machinery, tools, and supplies. 

I am available for part-time work after school and on Saturdays. 

May I come for an Interview at your convenience anytime after school hours? 
You may call me at 267-2001. 



Very truly yours. 



Greg Porter 
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CHEOaiST FOR LETTER OF APPLICATION AND ITS ENVELOPE 

Using this checklist, check the letter o£ application and envelope that you have 
written* 

Answer each question by circling either yes or no. 

If you have any no answers circled when you finish, you will want to rewrite the 
letter or envelope part Involved. 



1. Did you leave a margin (space) on both sides of your letter? Yes No 

2. Did you begin your letter about 2" down from the top of the 

page? Yes NO 

3. Is your mailing address In the upper right side of the letter? Yes NO 

4. Did you remember to put In today's date? Yes No 

5. Did you leave some space between the date and the company 

address? Yes No 

6. Is the company to whom you are writing the first thing; you 

have written on the left of the page? Yes No 

7. Did you remember to leave some space after the con^ai^ 

address and after the salutation? Yes NO 

8. Did you use zip codes In your address and the company 

address? Yes No 

9. If you are writing a person, did you say, "Dear Mr. ••..."? Yes NO 
If you are writing a company, did you say "Gentlemen:"? Yes NO 

10. Did you put a colon after the salutation? Yes NO 

17>. Does each paragraph of your letter deal with one particular 

idea? and begin with a new one? Yes No 

12. Do you have a paragraph for each new Idea? Yes NO 

13. Did you space between paragraphs? Yes No 

14. Have you used a suitable closing to your letter, such as 

"Very truly yours," or "Yours truly,"? Yes No 



student Materials 



CHECKLIST FOR LETTER OF APPLICATION AND ITS ENVELOPE (Continued) 

15. Did you leave some space bei^ween the closing and signing 

your name? Yes No 

16. Are your closing and signature on the lower right side of 
the page, beginning the same distance from the center as 

your address at the top of the page? Yes No 

17. Are your name and nailing address In the upper left corner 

of your envelope? Yes No 

18. Do you have a cotq>lete address for the company name you 

are writing on the envelope? Yes No 

19. Are the con^any name and address on the envelope written 

clearly and neatly? Yes N6 

20. Are the return address and the company address on the 

envelope spaced nicely? Yes No 

21. Will the appearance, handwriting, and spelling of your 
letter of application and its envelope liq>res8 your 

prospective employer? Yes No 



o 81 

ERIC 



Student Materials 



NAME 



CHECKLIST FOR TELEPHONE USAGE 



(GIVE FULL FIVE POINTS FOR ANY PART NOT 



USE OF DIRECTORY; WHITE PAGES 



INCLUDED IN A PARTICULAR SIMULATION EXERCISE) 



USE OF DIRECTORY: YELLOW PAGES 



OUTGOING CALLS: 
A. DIALING: LOCAL 



_B.J)IALING: LONG_DISTANCE 

C.'"dIALINgT U)NG DISXANCl. collect 



INCOMING CALLS; ANSWERING 



POSITION OF TRANSMITTER TO MOUTH 



OPENING GREETING; 

_ A._TIMELY GREETING^ 

B. IDENTIFICATION OF^SELF 
(AND COMPANY) 



C. _(MEERFUL VOICE 

D. VARYING TONE " 



I'-I-OUDNESS OF_VOICE 
F. TRANSFER OF"cALL TO COR- 
RECT PERSON 



CONVERSATION: 

A. DISTINCT SPEECH 



B. LISTENS WITHOUT INTER- 
RUPTING 



C. „(»URTEOUS_RESPONSES 

D. siATQIEMr'OF BUSINI^S ~ 



E. EXCUSE TO HANDLE UNEXPECTED 

- -iljriRSmriON 

F. !WISELfiSS""plACEMENT"OP PHOnE 
DURIfiG INTERRUPTION 



CLOSING: 
A. UNRUSHED GOOD-BYE 



B. ^TONE NOX IpgEJ^ 

C. PLACEMENT OF PHONE IN*" 
CRADLE 



TOTAL POINTS: 
(110 POSSIBLE) 



POINTS PER ITEM: 
5 - EXCELLENT 
4 - VERY GOOD 
3 - GOOD 
2 - FAIR 

1 - POOR 



W 
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SAMPLE RESUME 
(PERSONAL DATA SHEET) 



KJJffi: Joseph E. Brown DATE OF BIRTH ; 3, 1950 

ADDRKS : 416 Sycamore Helots HEIGHT ; 6' 1" 

Ulllianson, West Virginia 25661 



TELEPHONE; 235-4141 



OBJECTIVE ; 

To vork as a mochanic's helper. 



WEIGHT ; 175 pounds 
MARITAL STATUS ; Single 
HEALTH; Excellent 



EDUCATION ; 

High School; Belfry High School, Belfry, Kentucky 

^Sree: High School Diploma, 1969 

^i*''^* Vocational; Auto Mechanics 

Grade Average; B+ (Upper 10% of Graduating Class) 

SCHOOL ACTIVI"IES ; 

Presldenf of student council during senior year. Chairman of representatives 
from all classes. Conducted business sessions relating to student affairs. 

Member of varsity f ootball team for two years. Captain during senior year. 

President of VICA Club during senior year. Conaucted meetings pertaining to 
youth leadership, community relations, and led In making preparations for 
educational field trips for students In vocational training. 

MILITARY STATUS ; 

Exenqpt from draft because of lottery number. 

WORK EXPERIENCE ; 

Part-time service station attendant for three years. Did all phases of this 
type work. 

In-school NYC program for one year. Did custodial work. 

RELOCATION ; 

Open for relocation. 

TRAVEL ; 

Open for travel. 

SAURY ; 

Salary negotiable. 

REFERENCES ; 

Rev. John Mission, Minister, First Baptist Church, Bumwell, KentucI y 41311. 

Mr. Rudolph Fueler, owner and operator, Rudy's Service Station, East 4th 
Avenue, Williamson, West Virginia 25661. 

i^:AtiJky'J|?4?^*^^'^' P'***'*™ <»^^|ctor, Belfry High School, Belfry, 



RESPONSES ON JOB APPLICATION FORMS 
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I. Filling In Lined Spaces ; 
A. Specific Information: 
1. Date 



2. Social Security Number 



B. Negative or Positive Answers (Yes or Nb): 

1. Ciulzen of U.S.? 

2. Any relatives employed by coiqpany? 



C. Quantity (how many): state exact number or •'none". 

1. Number of dependents 

2. Yrs. of college completed 



D. Does not apply: N/A or 

1. Branch of service _^ 

2. Type of discharge 



E. Check mark or X in lined spaces: 

1. Own home board 

2. Single divorced 



rent 



3. No. of dependents: 



married 

2 3 



live with parents _ 

widowed 
^5 over 5 



II- Circling or underlining (No Spaces) : 



Miss 
A. Mrs. 
Mr. 



B. 



Yes 
Isfo 



C. Highest Grade Coaipleted: 9 10 11 12 13 14 15 16 

D. Own Home Board Rent Live with Parents 

II- Enclosed Spaces (Check Mark or X) : 

0 

A. U.S. Citizen 0 

B. Sivglr, £y Married £J Widowed £J Separated £J Divorced £J 

C. own home / 7 board 
HJ rent £j other 
I / live with parents 
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NAME ^ 

GROOMING FOR THE INTERVIEW 
CHECKLIST 

1. I took a shower or bath. 

2. I washed my face. 

3. I brushed my teeth and freshened my mouth. 

4. M/ clothes are clean and well pressed. 

5. M/ clothes are a dress-up, church-type outfit. 

6. My shoes are clean and ihined. 

7. My hair is clean and styled in a becoming way. 

8. A/ty nails are clean and trim. 

9. I smell fresh and clean. 
10. I do not appear extreme. 

IL I appear natural and pleasant. 

12. I applied a little makeup and perfume (Girls). 

13. I am comfortable. 

14. I am standing tall, (good posture) 

15. I nad a look at myself in the mirror and was pleased. 



o 
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THE INTERVIEW-THINGS TO TAKE 
CHECKLIST 

* 

BALL POINT PEN 
SOCIAL SECURITY CARD 
BIRTH CERTIFICATE 
COPY OF SCHOOL RECORD 
RESUME 

LIST OF REFERENCES (Be sure you have asked these 

people to use their names) 

SELF-CONFIDENCE 
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QUESTIONS ASKED DURING JOB INTERVIEWS 

1. Where do you live? 

2. How long have you lived there? 

3. What hobby or hobbies do you have? 

4. Where did you atcend high school ? 

5. What special trzi Jing did you get there? 

6. What courses lid you like best? 

7. What courses did you like least? 

8. What were some of your extracurricular activities? 

9. What is your military status? 

10. How old are you now? 

11. Have you worked at any other job before? 

12. Why did you leave? 

13. How much did you make? 

14. How much do you expect to make here? 

15. Can you type or operate a cash register? 

16. What do you want to do when you are out of school ? 

17. Were you absent or tardy a lot at school ? 

18. Where did you learn about this job opening? 

19. How long did you work for your last employer? 

20. Do you want temporary or permanent employment? 

21. Did you get along well with your last employer? 

22. Did you get along well with the employees you worked with ? 

23. Are you willing to start ojt with $1. 60 per hour pay? 
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JOB INTERVIEW CHECKUST 



(GIVE FULL THREE POINTS FOR ANY PART NOT INCLUDED IN A PARTICULAR lOTERVIEW) 



RECEPTION OFFICE: 

A. _ARR1VES_AT LEAST TEN MINUTES EARLY: 

B. Givis mfE AND STATES~BUSINESS TO 
- -RECE?I*0N1ST: 

C. MAKES VO CONVERSATICJ WITH RECEPTIONIST 
OR OTHERS WHO ARE IN WAITING ROOM: 




















— 






- — 


— 


- 






3REETING: 

A. INTRODUCES SELF: 
_ J|._C^LS_^pj0YER'S NAMEj, 

C. GIVES fIrM HANDSHAKE If EMPLOYER 
EXTENDS HAND: 

D. STANDS UNTIL ASKED TO SIT: 

E. USES FRIENDLY SPEECH: 


• - 

































■ — 


INTERVIEW: 

A. SPEECH: 
. Ij. HAS PLEASANT TONE: 

TOO SOFTLY: 




































B. CONVERSATION: 
U LISTENS CAREFULLY: 

TOO SLOWLY: 

1 1 JQ Ia|es; zmriji TAiKii^ri^' tieSdIdt 

GIVES OPPORTUNITY: 


- 


































C. BEHAVIOR: 

1. HAS NO RESTLESS MOVEMENTS OF FEET 
_ AND LEGS : 




































D. PERSONALITY: 
1. INTERESTED: 

I I J^jL SfEXS^: 









— • 











— 






— 


— 










1 A._§TANDS WHEN EMPLOYER STANDS : 
APPRECIATION: 

TM^At mm 




































POINT RATINGS* 

3 - EXCELLENT 
2 - GOOD 

1 - FAIR M 
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